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Click on ‘Partners’.
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Login in.
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Partner secure portal home page is displayed.
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To request report 
information click on 
‘Business Objects Webi’.
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Click on ‘Business Objects Webi’.
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Click on ‘Data Exchange’.
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Select the ‘Data 
Exchange File Upload’
Link.
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Select a ‘County’ and 
‘Folder’. 
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A user may have access to one county, some counties, or all counties depending 
on which ones they are granted access to.
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A user may have access to one, some, or all of the folders.
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Click the ‘browse’ button to select a file to download.
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Select the file you want to upload.
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Click the ‘Upload’ button.



9

17

Upload was successful.
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Select a County by clicking on it.
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Click on one of the folders available to the user. 
(In this case, for this user, all counties and folders are 
available.) 
The available files are displayed in the section at the left.
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Select a file to download 
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Click the Save button.

22

Select where you want to save the file and click ‘Save’.


